
START

Benefits Admin "As-Is" Process (5.1.1)
Detailed -- Open Enrollment Communication & Education

Employee
Relations
Specialist
produces

population reports
and submits to

OPM

OPM sends fee-
for-service

brochures to HRG
for coming year

and annual Health
Fair

Employee
Relations

Specialist attends
monthly meetings,
training courses
and conferences

sponsored by
OPM to stay
abreast of
changes

Employee
Relations

Specialist attends
seminars

conducted by
various carriers

Employee
Relations

Specialist reads
Benefits

Administration
letters to stay

abreast of
changes

A

A

B

B YES

Employee
Relations

Specialist orders
brochures from

HMO carriers for
coming year and

Health Fair

Employee
Relations

Specialist orders
audio cassettes
and large print

booklets of fee-
for-service plans
for coming year
and Health Fair

Employee
Relations
Specialist

distributes fee-
for-service

brochures  to
regional personnel

offices

Employee
Relations
Specialist

reserves the
auditorium in

headquarters for
Health Fair

Employee
Relations

Specialist invites
the 13 insurance
carriers to attend

the Health Fair

Employee
Relations

Specialist invites
Employee

Assistance
Program

representative to
attend Health Fair

Insurance
carrier making

significant
change?

Employee
Relations team
holds monthly

service days for
Blue Cross & Blue
Shield  and Aetna

to come and
answer

employees'
questions

Employee
Relations team is

available to all
employees

throughout the
year to answer
questions and
provide info

NO

Employee
Relations team

holds Health Fair
and employees

attend

Open season
ends and

elections are
effective the first
full pay period in

January

C

C END

Employee
Relations
Specialist

distributes open
season supplies

to regional
personnel offices

Employee
Relations team

reserves
conference room

for monthly
service days
rotating office

locations every
month

Year round

Year round

September-October

September-October

November

November

Employee
Relations
Specialist

distributes posters
to Washington DC

offices to
publicize Health

Fair

October

E.R.
Specialist

emails
employees

before
open

season
about open

season
dates and
important
changes

Employee
Relations
Specialist

emails
employees

in HQ to
invite them
to attend

Health Fair

E.R.
Specialist

emails
employees
during open

season
about open

season
dates and
important
changes

Employee
Relations
Specialist

emails
employees
publicizing

service
days week

before
each

service day

Insurance carrier
sends letter to

employee notifying
him/her of change

before open
season
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2-3 days

5.2.1

Benefits Admin "As-Is" Process (5.2.0)
Summary -- Life Event Processing

START

Life event occurs
(e.g., marriage,
divorce, legal

separation, birth,
death, adoption,
child turns 22,

change in
employment
status, etc.)

Employee
completes SF

2809 and submits
to Employee

Relations
Specialist

Employee
wants to

change health
insurance?

A&R
Technician

enters
health

benefits
enrollment
code and
forwards

info to NBC
in Denver

Employee
Relations

Specialist faxes
SF 2809 to carrier

and submits SF
2809 to A&R
Technician

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

Employee
wants to

change life
insurance?

A&R Technician
enters life
insurance

enrollment code

A&R
Technician

prints SF 50

Customer Service
Team III Leader
reviews SF 50

and SF 2817 and
signs SF 50

A&R
Technician

selects
'release for
update' to
forward
SF 52 to
NBC in
Denver

Seeking
Temporary

Continuation of
Coverage?

Employee
Relations
Specialist

completes bottom
portion of SF 2809

including
regulatory info

Employee
Relations

Specialist sends
original SF 2809
and SF 2810 to

National Finance
Center for
processing

YES A

NO

A

END

NO

YES

Employee, child or
former spouse

submits completed
SF 2809 to
Employee
Relations
Specialist

B

B

YES

NO

Employee
receives card
from carrier as
notice of health

insurance
coverage

2-3 days

5.2.2

5.2.3-5.2.4

1 day

12-60 days

5.2.1
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Benefits Admin "As-Is" Process (5.2.1)
Detailed -- Life Event Processing

Employee submits
necessary

documentation to
Employee
Relations

Specialist as
evidence of life

event

Life event occurs
(e.g., marriage,
divorce, legal

separation, birth,
death, adoption,
child turns 22,

change in
employment
status, etc.)

Employee
completes SF

2809 and submits
to Employee

Relations
Specialist

Employee
wants to

change health
insurance?

Employee
Relations

Specialist reviews
SF 2809 for

completeness

Employee
Relations
Specialist

completes bottom
portion of SF 2809
and certifies form

Employee
receives card
from carrier as
notice of health

insurance
coverage

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters effective

date

A&R
Technician

selects
screens he/
she wants

to view

A&R Technician
enters health

benefits
enrollment code

A&R
Technician

selects
'update'

A&R
Technician
exits FPPS

A&R Technician
copies SF 2809

and files in
employee's

Official Personnel
Folder

A&R Technician
mails SF 2809 to
NBC in Denver

A&R Technician
mails copy of
completed SF

2809 to employee

5.2.2

A

A B

B

START

5.2.2

Employee
Relations

Specialist faxes
SF 2809 to carrier

and submits SF
2809 to A&R
Technician

YES

NO

A&R Technician
enters 'encg'

command
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Benefits Admin "As-Is" Process (5.2.2)
Detailed -- Life Event Processing

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

Employee submits
necessary

documentation to
Employee
Relations

Specialist as
evidence of life

event

5.2.1
Employee
wants to

change life
insurance?

5.2.3

Employee
Relations

Specialist gives
SF 2817 to A&R

Technician

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

Change to life
insurance

becomes effective
at specified time

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters effective

date and nature of
action code

A&R
Technician

selects
screens he/
she wants

to view

A&R Technician
enters life
insurance

enrollment code

A&R
Technician

prints SF 50

A&R Technician
mails copy of SF
2817 and SF 50

to SFA HR

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

A

A B

C

Employee
Relations

Specialist reviews
SF 2817 for

completeness

5.2.3

A&R Technician
enters SF 50

signature date and
SF 50 signature

code

B C

YES

NO

A&R Technician
forwards printed

SF 50 and SF
2817 to Customer
Service Team III

Leader

Customer Service
Team III Leader
reviews SF 50

and SF 2817 and
signs SF 50

A&R Technician
files copy of SF

2817 and SF 50 in
employee's

Official Personnel
Folder

A&R
Technician
exits FPPS

A&R
Technician

selects
'release for
update' to
forward
SF 52 to
NBC in
Denver

Customer Service
Team III Leader

forwards SF 2817
and signed SF 50
to A&R Technician

A&R Technician
enters 'snin'
command
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Benefits Admin "As-Is" Process (5.2.3)
Detailed -- Life Event Processing

Seeking
Temporary

Continuation of
Coverage?

5.2.2

Employee
submits

completed SF
2809 to

Employee
Relations
Specialist

Employee's
child submits
completed SF

2809 to
Employee
Relations

Specialist?

Employee
Relations

Specialist copies
SF 2810  from

Official Personnel
Folder

Employee
Relations
Specialist

determines
effective date and

records on SF
2809

YES YES

NO

Employee
Relations

Specialist writes
parent's name,

date of birth and
Social Security
Number on SF

2809

Employee
Relations
Specialist

determines
effective date and

records on SF
2809

Employee
Relations

Specialist copies
SF 2809 and files

in Temporary
Continuation of
Coverage book

A

A

B

B

5.2.4

NO

Employee
Relations

Specialist sends
copy of SF 2809

to employee

Employee
Relations

Specialist copies
SF 2809 and files

in Temporary
Continuation of
Coverage book

Employee
Relations

Specialist sends
copy of SF 2809

to employee's
child

END

END

Employee
Relations
Specialist

completes bottom
portion of SF 2809

including
regulatory info

Employee
Relations

Specialist sends
original SF 2809
and SF 2810 to

National Finance
Center for
processing

Employee
Relations
Specialist

completes bottom
portion of SF 2809

Employee
Relations

Specialist sends
original SF 2809 to
National Finance

Center for
processing

Employee
Relations

Specialist fills out
form to request

employee's
Official Personnel

Folder from
Records Section
and retrieves it

END

NO

Employee
Relations

Specialist returns
employee's

Official Personnel
Folder to Records

Section
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Benefits Admin "As-Is" Process (5.2.4)
Detailed -- Life Event Processing

5.2.3

Employee
Relations

Specialist advises
former spouse of
possible eligibility

under Spouse
Equity Act

Employee
Relations
Specialist

determines
effective date and

records on SF
2809

Employee
Relations

Specialist files
copy of SF 2809
and decree and
sends copy to
former spouse

Employee
Relations

Specialist asks
former spouse

if divorce
decree entitles

him/her to
portion of
annuity?

OPM
determines that
former spouse
is eligible for

Spouse Equity
Act?

YES

YES

Employee
Relations
Specialist

determines
effective date

and records on SF
2809

Employee
Relations

Specialist files
copy of SF 2809
and decree and
sends copy to
former spouse

NO

END

NO

Employee
Relations
Specialist

completes bottom
portion of SF 2809

including new
regulatory info

Former spouse
completes another

SF 2809 and
submits to
Employee
Relations
Specialist

Former spouse
submits completed
SF 2809 and copy
of divorce decree

to Employee
Relations
Specialist

Employee
Relations
Specialist

completes bottom
portion of SF 2809

including
regulatory info

A

A B

B

Employee
Relations

Specialist sends
original forms to
National Finance

Center for
processing

Employee
Relations

Specialist sends
original forms to
National Finance

Center for
processing

Employee
Relations
Specialist

requests copy of
letter that former
spouse received

from OPM

Former spouse
writes letter to
OPM and mails

copy of divorce
decree to OPM to
see if he/she is

eligible for spouse
equity
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Benefits Admin "As-Is" Process (5.3.1)
Detailed -- Health Insurance Enrollment

A&R Technician
ensures employee
is enrolling during

specified time

New
employee?

Employee
completes SF
2809 to elect

health insurance

Employee submits
SF 2809 to A&R

Technician

A&R Technician
reviews SF 2809
for completeness

A&R Technician
fills in bottom

portion of SF 2809
and certifies form

NO

YES

Employee
receives card
from carrier as
notice of health

insurance
coverage and

election becomes
effective

beginning the next
pay period after

receipt

5.3.2

A

A

START

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters effective

date

A&R
Technician

selects
screens he/
she wants

to view

A&R Technician
enters health

benefits
enrollment code

A&R
Technician

selects
'update'

A&R
Technician
exits FPPS

B

B 5.3.2

A&R Technician
copies SF 2809

and files in
employee's

Official Personnel
Folder

A&R Technician
mails SF 2809 to
NBC in Denver

A&R Technician
mails copy of
completed SF

2809 to employee

 NBC in Denver
notifies insurance
carriers of new

enrollment

2-3 days

2-3 days (continued)

2-3 days (continued) 12-60 days

A&R Technician
enters 'encg'

command
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Employee
receives

correspondence
from carrier as
notice of health

insurance
coverage and

election is
effective the first
full pay period in

January

Employee
Relations

Specialist reviews
SF 2809 for

completeness

Employee
Relations

Specialist fills in
bottom portion of

SF 2809 and
certifies form

Employee
completes SF
2809 to elect

health insurance

Employee submits
SF 2809 to
Employee
Relations
Specialist

Employee makes
change to health
insurance during

open season

A&R Technician
copies  SF 2809

and files in
employee's

Official Personnel
Folder

Benefits Admin "As-Is" Process (5.3.2)
Detailed -- Health Insurance Enrollment

5.3.1

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters 'encg'

command

A&R Technician
enters health

benefits
enrollment code

A

A&R
Technician

selects
'update'

A&R
Technician
exits FPPS

A B

B C

C END

YES

Insurance
carrier

participates in
'Fast Fax'?

Employee
Relations
Specialist

forwards SF 2809
to A&R Technician

Employee
Relations

Specialist faxes
SF 2809 to

insurance carrier

A&R Technician
enters effective

date

A&R
Technician

selects
screens he/
she wants

to view

NO

A&R Technician
mails copy of SF
2809 to employee

A&R Technician
mails copy of SF
2809 to NBC in

Denver

NBC in Denver
notifies insurance
carriers of new

enrollment

12-60 days

2-3 days (continued)

2-3 days (continued)

2-3 days (continued)

2-3 days
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Benefits Admin "As-Is" Process (5.4.0)
Summary -- Life Insurance Enrollment

2-3 days

5.4.1

START

New hire
wants to

change life
insurance?

Employee
completes SF

2817 and submits
to A&R Technician

A&R
Technician

prints SF 50
and asks
Customer
Service
Team III

Leader to
sign SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

Employee
elects optional
life insurance

during
mandated open

season?

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

Employee
Relations
Specialist

completes SF
2822

Employee
completes
physical

examination and
Doctor sends
completed SF

2822 to OFEGLI

YES

YES YES

A&R
Technician

prints SF 50
and asks
Customer
Service
Team III

Leader to
sign SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

A

A B

2-3 days

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

A&R
Technician

prints SF 50
and asks
Customer
Service
Team III

Leader to
sign SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

5.4.2

OFEGLI
approves life

insurance
increase?

YES

NO

B END

NO

5.4.3-5.4.4

2 days

Employee
wants to

increase life
insurance by
completing a

physical
examination?

NO

2-3 days1-2 months

5.4.3

5.4.3

New hire is
automatically

enrolled in basic
life insurance

program

NO

END
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Benefits Admin "As-Is" Process (5.4.1)
Detailed -- Life Insurance Enrollment

New hire is
automatically

enrolled in basic
life insurance

program

New hire
wants to

cancel life
insurance?

A&R Technician
verifies that
employee is

eligible based on
specified criteria

Employee's
change to life

insurance
becomes effective
beginning the next
pay period after

receipt

YES YES

NO

New hire
wants to

change life
insurance?

New hire wants to
elect additional life

insurance

NO

A&R
Technician
launches

and logs on
to FPPS

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters effective

date and nature of
action code

A&R
Technician

selects
screens he/
she wants

to view

A&R Technician
enters life
insurance

enrollment code

Employee
completes SF

2817 and submits
to A&R Technician

5.4.2

A&R Technician
mails copy of SF

2817 and SF 50 to
SFA HR

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

START A

A B

C

A&R Technician
enters SF 50

signature code
and SF 50

signature date

A&R
Technician

prints SF 50
and

delivers to
Customer
Service
Team III
Leader

A&R
Technician

selects
'FPPS

Production'

B C

Customer Service
Team III Leader
reviews SF 50

and SF 2817 and
signs SF 50

5.4.2

A&R Technician
enters 'snin'
command

Customer Service
Team III Leader
returns SF 2817

and signed SF 50
to A&R Technician

A&R Technician
files copy of SF

2817 and SF 50 in
employee's

Official Personnel
Folder

A&R
Technician
exits FPPS

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver
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Benefits Admin "As-Is" Process (5.4.2)
Detailed -- Life Insurance Enrollment

Employee
Relations

Specialist verifies
that employee is
eligible based on
specified criteria

Employee
Relations

Specialist gives
SF 2817 to A&R

Technician

Employee
elects optional
life insurance

during
mandated open

season?

NO

YES

5.4.3

5.4.1

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

Employee's
change to life

insurance
becomes effective
at specified time

A&R Technician
enters employee's

Social Security
Number

A&R Technician
enters effective

date and nature of
action code

A&R
Technician

selects
screens he/
she wants

to view

A&R Technician
enters life
insurance

enrollment code

A&R
Technician

prints SF 50
and

delivers to
Customer
Service
Team III
Leader

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

A

A B

C 5.4.3

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

A&R Technician
enters SF 50

signature code
and SF 50

signature date

B C

Customer Service
Team III Leader
reviews SF 50

and SF 2817 and
signs SF 50

A&R Technician
enters 'snin'

command

Customer Service
Team III Leader
returns SF 2817

and signed SF 50
to A&R Technician

A&R Technician
mails copy of SF
2817  and SF 50

to SFA HR

A&R Technician
files copy of SF

2817  and SF 50 in
employee's

Official Personnel
Folder

A&R
Technician
exits FPPS

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver
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YES

Employee
Relations

Specialist reviews
employee's

Official Personnel
Folder  to see if
employee has
recently taken

leave without pay

Employee calls
Employee
Relations

Specialist to
request increase

OFEGLI notifies
Employee
Relations

Specialist if life
insurance

increase was
approved or not

OFEGLI did not
approve

increase?

Employee
Relations

Specialist notifies
employee of

approval

Employee
Relations

Specialist notifies
employee that life

insurance
increase was

denied

Employee
Relations

Specialist gives
SF 2817 to A&R

Technician

Benefits Admin "As-Is" Process (5.4.3)
Detailed -- Life Insurance Enrollment

5.4.2

END

A

A

B

Employee
completes
physical

examination at his/
her own expense

Doctor completes
section of SF

2822 and sends it
directly to OFEGLI

A&R
Technician
launches

and logs on
to FPPS

NO

NO

YES

Employee
recently taken
leave without
pay in excess
of six months?

Employee
Relations

Specialist marks
box on SF 2822
indicating that
employee has
taken leave

without pay in
excess of  six

months

YES

Employee signs
SF 2822 in

presence of
Employee
Relations

Specialist and
shows personal

identification

Employee
completes SF

2817 and submits
to Employee

Relations
Specialist

Employee
Relations

Specialist marks
box on SF 2822
indicating that

employee has not
taken leave

without pay in
excess of six

months

5.4.4

Employee
wants to

increase life
insurance by
completing a

physical
examination?

END

NO

Employee
Relations

Specialist fills out
form to request

employee's
Official Personnel

Folder and
retrieves it

Employee
Relations

Specialist returns
employee's

Official Personnel
Folder to Records

section

Employee
Relations
Specialist

completes section
of SF 2822

B
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END

A&R
Technician

selects
screens he/
she wants

to view

Employee's
change to life

insurance
becomes effective

at specified time

A&R
Technician

selects
'release for
update' to

forward SF
52 to

Denver

SFA HR gives SF
2817 and copy of
SF 50 to employee

SFA HR files copy
of SF 50 in
employee's

personnel folder

B

A

B
A&R

Technician
exits FPPS

Customer Service
Team III Leader

reviews and signs
SF 50

A&R Technician
enters effective

date and nature of
action code

A&R Technician
enters SF 50

signature date and
SF 50 signature

code

A&R Technician
enters employee's

Social Security
Number

Benefits Admin "As-Is" Process (5.4.4)
Detailed -- Life Insurance Enrollment

5.4.3

A

Customer Service
Team III Leader

submits signed SF
50 to A&R
Technician

NBC in Denver
notifies OFEGLI  of

life insurance
change

A&R
Technician

selects
'FPPS

Production'

A&R Technician
enters 'snin'

command

A&R Technician
enters life
insurance

enrollment code

A&R
Technician

prints SF 50
and

delivers to
Customer
Service
Team III
Leader

A&R Technician
files copy of SF

2817  and SF 50 in
employee's

Official Personnel
Folder

A&R Technician
mails  copy of SF
2817 and SF 50

to SFA HR
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Benefits Admin "As-Is" Process (5.5.0)
Summary-- Employee File Maintenance

5.5.1-5.5.4

3-4 days

START

Employee
changes his/
her name and

wants to
update file?

SFA HR/
Admin
Officer

initiates SF
52

Servicing
Specialist

processes
SF 52 and

prints SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

SFA HR
forwards
SF 52 to
Servicing

Specialist at
HRG

Customer Service
Team III Leader

reviews and signs
SF 50

NO

AYES

A

1/2 hour

Employee
wants to

change TSP
using

Employee
Express?

Employee
wants to

cancel TSP?

See Exclusions on
Flow Overview

Employee
launches
Employee
Express
website

Employee
selects

'Stop TSP'
button

Employee
changes

TSP
contribution

amount

NO

YESYES END

Employee
exits

Employee
Express

5.5.5-5.5.6
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Benefits Admin "As-Is" Process (5.5.1)
Detailed -- Employee File Maintenance

START

Employee
changes his/
her name and

wants to
update file?

Does employee
work in

enterprise unit
without an

Admin Officer

Employee tells
SFA HR about
name change

request

Employee tells
Admin Officer
about name

change request

Employee shows
SFA HR/Admin

Officer new
Social Security

card as evidence
of official name

change

SFA HR/Admin
Officer completes

control sheet

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR/
Admin
Officer
selects

'requesting
personnel
actions'

SFA HR/
Admin
Officer
selects

'initiate SF
52'

SFA HR/
Admin
Officer
selects
'other'

SFA HR/
Admin
Officer
selects
'name

change'

SFA HR/Admin
Officer enters

employee's Social
Security Number

SFA HR/Admin
Officer enters

effective date and
additional contact

information

SFA HR/Admin
Officer enters

new name

B

A B

A

5.5.2

YES YES

NONO

5.5.5
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Benefits Admin "As-Is" Process (5.5.2)
Detailed -- Employee File Maintenance

SFA HR
launches

and logs on
to FPPS

5.5.1
SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel
actions'

SFA HR
selects

'change SF
52'

SFA HR
selects

employee
name in
queue

SFA HR compares
control sheet to

information
entered in FPPS

Changes
necessary?

SFA HR
makes

changes in
FPPS to
ensure

accuracy

SFA HR
forwards

SF 52 to HR
Director

SFA HR
exits FPPS

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel
actions'

SFA HR
selects
'sign/

change SF
52'

A

A B

B C

SFA HR sends
control sheet to

Servicing
Specialist at HRG

Servicing
Specialist
launches

and logs on
to FPPS

C 5.5.3

YES

NO

SFA HR
initiated SF 52?

Admin
Officer

forwards
SF 52 to
SFA HR

Admin
Officer

exits FPPS

Admin Officer
submits control

sheet to SFA HR
NO

YES

SFA HR stamps
HR Director's
signature on
control sheet

SFA HR
forwards
SF 52 to
Servicing

Specialist at
HRG

SFA HR
exits FPPS

SFA HR files copy
of control sheet in

employee's
personnel folder

B
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Benefits Admin "As-Is" Process (5.5.3)
Detailed -- Employee File Maintenance

5.5.2

Servicing
Specialist
selects

screens he/
she wants

to view

Servicing
Specialist
verifies

effective
date and
nature of

action code

Servicing
Specialist enters

legal authority
code by

referencing Guide
to Processing

Personnel Actions

Servicing
Specialist enters
SF 50 signature
code and SF 50
signature date

Servicing
Specialist
selects
'sign'

Servicing
Specialist

runs
relational

edits

A

A

Servicing
Specialist

fixes errors
highlighted

in red

Servicing
Specialist
selects

'obtain SF
52 approval
signature'

Servicing
Specialist

prints SF 50

Servicing
Specialist
forwards
SF 52 to

A&R
Technician

Servicing
Specialist
exits FPPS

Servicing
Specialist

forwards printed
SF 50 and control

sheet to A&R
Technician

Customer Service
Team III Leader

reviews and signs
SF 50

Customer Service
Team III Leader

forwards signed
SF 50 and control

sheet to A&R
Technician

A&R
Technician
launches

and logs on
to FPPS

A&R
Technician

selects
'FPPS

Production'

B

B C

C 5.5.4

A&R Technician
submits SF 50 and

control sheet to
Customer Service

Team III Leader

Servicing
Specialist
selects
'FPPS

Production'

Servicing
Specialist
selects

'processing
personnel
actions'

Servicing
Specialist
selects

'process SF
52'

Servicing
Specialist
selects

employee's
name in
queue

Servicing
Specialist enters
'lgap' command

Servicing
Specialist enters
'rlup' command

Servicing
Specialist enters
'proc' command
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A&R Technician
mails copy of SF

50 to SFA HR

SFA HR files copy
of SF 50 in
employee's

personnel folder

SFA HR gives SF
50 to employee

SFA HR places
new name label
on employee's

personnel folder

5.5.3

Benefits Admin "As-Is" Process (5.5.4)
Detailed -- Employee File Maintenance

A&R Technician
files copy of SF
50 and control

sheet in
employee's

Official Personnel
Folder

5.5.5

A&R
Technician

selects
'processing
personnel
actions'

A&R
Technician

selects
employee's

name in
queue

A&R
Technician

selects
'release for

update'

A&R
Technician
exits FPPS

A

A
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Benefits Admin "As-Is" Process (5.5.5)
Detailed -- Employee File Maintenance

5.5.1 &
5.5.4

Employee
wants to

change TSP
using

Employee
Express?

Employee
lauches

Employee
Express
website

Employee
selects
'yes' to

continue

Employee
selects
'Dept. of

Education'
from

agency list

Employee enters
Social Security

Number

Employee enters
personal

identification
number

Employee
selects

'Request
Access'
button

Employee
selects
'View/

Change'
button on

Thrift
Savings
section

Employee
selects

'Employee
Contribu-

tions' button

Employee
selects

'Stop TSP'
button

Employee
wants to

cancel TSP?

Employee
selects

'yes' button
to confirm
stopping

TSP
contribu-

tions

Employee enters
email address to

receive
confirmation email

Employee
selects

'Submit &
Return to

Main Menu'
button

END

A

A B

B

YES

YES

5.5.6

See Exclusions on
Flow Overview

NO

NO

Employee
selects

'exit'

Employee
closes

window to
keep into
secure

3/11/2002 19



Employee
selects
'Change

TSP' button

Employee
selects
'yes' to
confirm

changing
TSP

contribu-
tions

Employee
wants to enter

% of TSP
contribution?

Employee
selects %

of TSP
contribution

Employee
selects
'Accept/
Submit'
button

Benefits Admin "As-Is" Process (5.5.6)
Detailed -- Employee File Maintenance

5.5.5

Employee enters
whole dollar

amount

NO

YES
Employee reviews

summary of
change

Employee
selects
'yes' to

verify that
information
is correct

Employee enters
email address to

receive
confirmation email

Employee
selects

'Submit and
Return to

Main Menu'
button

END

A

A
Employee
selects

'exit'

Employee
closes

window to
keep into
secure
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Benefits Admin "As-Is" Process (5.6.0)
Summary -- Retirement Calculations & Retirement Counseling

30 minutes

5.6.1

START

Employee
Relations

Specialist asks
employee if he/
she has ever

received a
refund?

Employee
Relations

Specialist records
amount employee
received in refund

and the date
received from

OPM

Employee
Relations
Specialist
computes
redeposits

and
deposits

using FRC
Calc

Employee
Relations
Specialist
computes

high-3 year
average
salary

using FRC
Calc

Employee
Relations
Specialist
computes
service

computation
date using
FRC Calc

Employee
Relations
Specialist
computes

CSRS
Offset

benefits
using FRC

Calc

Employee
Relations
Specialist

views
summary of
info entered

into FRC
Calc

Employee
Relations
Specialist

prints
report

Employee
Relations

Specialist enters
remarks

Employee
Relations
Specialist

computes basic
life insurance
options using

calculator

Employee
Relations

Specialist files
copy of retirement

calculation and
gives original
calculation to

employee

Employee
Relations
Specialist
counsels

employee on info
contained in the

calculation

Employee
Relations

Specialist explains
life insurance

options to
employee

Employee
Relations
Specialist
answers

employee's
questions

END

A

A B

B

YES

NO

5.6.1-5.6.5

5.6.5-5.6.10

5.6.10

10-60 minutes

10-60 minutes (continued)

15-60 minutes

Employee fills out
form to request

retirement
calculation and

submits to
Employee
Relations
Specialist

Employee
Relations

Specialist reviews
employee's

Official Personnel
Folder and lists

the agency
worked,  periods
of service, types

of service and
salary on paper
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Benefits Admin "As-Is" Process (5.6.1)
Detailed -- Retirement Calculations & Retirement Counseling

Employee
Relations

Specialist asks
employee if he/
she has ever

received a
refund?

Employee
placed in
correct

retirement
system?

A

Employee
Relations

Specialist enters
employee's name

in FERRCA
database

NO

Employee
Relations
Specialist
selects

'compute
deposits -

redeposits -
military'

Employee
Relations

Specialist enters
employee's name

OPM gives
employee the

choice of
changing
retirement

systems and
notifies agency of
what needs to be
done to resolve

situation

YES

Employee
Relations
Specialist
launches
and logs
onto FRC

Calc

Employee
Relations
Specialist
selects

'compute
redeposits'

A

See Exclusions on
Flow Overview

START

5.6.2

Employee
Relations
Specialist
selects

'yes'

FRC Calc
asks 'Was
refund for
period of

service that
ended

before 10/
01/1990?'

Employee fills out
form to request

retirement
calculation and

submits to
Employee
Relations
Specialist

Employee
Relations

Specialist fills out
form to request

employee's
Official Personnel

Folder and
retrieves it from
Records Section

YES

Employee tells
Employee
Relations

Specialist amount
he/she received in

refund and the
date received

from OPM

Employee
Relations

Specialist faxes
OPM request for
refund amount

OPM faxes refund
amount to
Employee
Relations
Specialist

Does employee
know refund
amount and

date received
from OPM?

NO

YES B

NO

B

E.R. Specialist
reviews

employee's
Official Personnel
Folder and lists

the agency
worked,  periods
of service, types

of service and
salary on paper
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Benefits Admin "As-Is" Process (5.6.2)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.1
Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations

Specialist enters
total amount of
refund payment

Employee
Relations

Specialist enters
date redeposit will
be made or date

annuity payments
will begin

Employee
Relations
Specialist

views
estimated
redeposit
for refund

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations

Specialist enters
start and end date
of deposit service

period

Employee
Relations
Specialist

selects 'no'

FRC Calc
asks 'Do

you want to
compute

the
outstanding
balance?'

FRC Calc
asks 'Do

you know
the total

amount of
the refund?'

FRC Calc
asks 'Do

you want to
enter info

for another
period?'

FRC Calc
asks 'Do

you want to
use amount

owed to
compute

retirement
benefits?'

FRC Calc
asks 'Do

you want to
print

report?'

FRC Calc
asks 'Does
employee
owe any

deposit for
pre 10/01/
1982 non-
deduction
service?'

FRC Calc
asks 'Do

you want to
make a

change?'

A

A B

B 5.6.3
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Benefits Admin "As-Is" Process (5.6.3)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.2

Employee
Relations
Specialist
selects
'regular

employee'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects
'annual
rates of

pay'

Employee
Relations
Specialist

selects 'no'

Employee
Relations

Specialist enters
salary end date

and annual salary

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

views
estimated

deposit for
service

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'yes'

FRC Calc
asks 'Do

you know
amount of a

deposit
required for
the service,
excluding

any
interest?'

FRC Calc
asks

'Does case
involve any
periods of

WAE
(when
actually

employed)
or

intermittent
service?'

FRC Calc
asks 'Does
Employee
receive

annual or
hourly rates

of pay?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Do

you want to
print

report?'

FRC Calc
asks 'Do

you want to
enter info

for another
period?'

FRC Calc
asks 'What

is
employee's
employment

status?'

A

A B

B 5.6.4
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Employee
Relations
Specialist

selects 'no'

Benefits Admin "As-Is" Process (5.6.4)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.3

Employee
Relations
Specialist
returns to
the main

menu

Employee
Relations
Specialist
selects

'compute
high-3 year

average
salary'

Employee
Relations
Specialist

selects 'no'

Employee
Relations

Specialist enters
employee's name

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations

Specialist enters
ending date of

three year period

FRC Calc
asks 'Do

you want to
recall a

high-3 year
average
salary
case?'

FRC Calc
asks

'Employee
covered
under

FERS?'

FRC Calc
asks 'Does
employee
have any
part time
service

after 4/6/
86?'

FRC Calc
asks 'Is

calculation
for a

reemployed
annuitant?'

FRC Calc
asks 'Will
less than

three years
of service
be used?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Does
period of

employment
include any
breaks in
service or

leave
without pay
in excess

of 6 months
in a

calendar
year?'

Employee
Relations
Specialist
selects
'save'

A

A B

B 5.6.5
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Benefits Admin "As-Is" Process (5.6.5)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.4

Employee
Relations
Specialist
selects
'annual
rates of

pay'

Employee
Relations
Specialist

selects 'no'

Employee
Relations

Specialist enters
salary end date

and annual salary

FRC Calc
computes

high-3 year
average
salary

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist
selects
'save'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist
returns to
main menu

FRC Calc
asks 'Does
employee
receive

annual or
hourly rates

of pay?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Do

you want to
print

report?'

FRC Calc
asks 'Do

you want to
use

average
salary to
compute

benefits?'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'compute
service

computation
date'

Employee
Relations

Specialist enters
employee's name

Employee
Relations
Specialist
selects

'retirement'

A

A B

B 5.6.6
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Employee
Relations
Specialist
selects
'regular

employee'

FRC Calc
asks 'What

is
employee's
employment

status?'

Employee
Relations

Specialist enters
date of

appointment to
current period of

federal
employment from

employee's
Official Personnel

Folder

FRC Calc
asks 'Does
employee
have any

intermittent
time?'

Employee
Relations
Specialist

selects 'no'

FRC Calc
asks 'Does
employee
have any
periods of

civilian
service?'

Employee
Relations
Specialist

selects 'no'

FRC Calc
asks 'Do

you want to
enter

information
for any
other

periods?'

Employee
Relations
Specialist

selects 'no'

FRC Calc
asks 'Does
employee
have any

prior
periods of
active duty

military
service?'

Employee
Relations
Specialist

selects 'no'

FRC Calc
asks 'Does
employee
have any
periods of
noncredit-

able
service?'

Employee
Relations
Specialist

selects 'no'

FRC Calc
computes
service

computation
date

FRC Calc
asks 'Do

you want to
make a

change?'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
returns to
main menu

Benefits Admin "As-Is" Process (5.6.6)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.5

5.6.7

A

A B

B

Employee
Relations
Specialist
selects

'compute
CSRS and

CSRS
Offset

benefits'
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Benefits Admin "As-Is" Process (5.6.7)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.6

Employee
Relations
Specialist
selects

'exclude'

Employee
Relations
Specialist
selects
'regular

employee'

Employee
Relations

Specialist enters
employee's name
and date of birth

Employee
Relations
Specialist

selects 'no'

FRC Calc
computes

CSRS
Offset

benefits

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

views
summary of
info entered

FRC Calc
asks 'Do

you want to
compute,

exclude or
enter CSRS

Offset?'

FRC Calc
asks 'What

is
employee's
employment

status?'

FRC Calc
asks 'Does
employee
have part-

time
service?'

FRC Calc
asks 'Does
employee

have five or
more years

of con-
gressional
service?'

FRC Calc
asks 'Does
employee

have active
duty military

service?'

FRC Calc
asks 'Which
benefits do
you want to
compute?'

Employee
Relations
Specialist
selects

'yes'

FRC Calc
asks 'Does

case
involve
CSRS

Offset?'

5.6.8

A

A B

B

Employee
Relations
Specialist
selects

'voluntary
retirement'

Employee
Relations

Specialist enters
retirement date
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Benefits Admin "As-Is" Process (5.6.8)
Detailed -- Retirement Calculations & Retirement Counseling

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

views
summary of
info entered

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations

Specialist enters
health plan

enrollment code

Employee
Relations
Specialist
selects

'yes'

Employee
Relations

Specialist enters
basic pay

FRC Calc
asks 'Will
employee

elect
survivor

benefits?'

FRC Calc
asks 'Will
employee

elect
alternative

form of
annuity?'

FRC Calc
asks 'Do

you want to
compute
taxable

portion?'

FRC Calc
asks 'Do
you want

life
insurance
premiums
deducted

from
estimated
benefits

payments?'

FRC Calc
asks 'Does
employee

have health
insurance?'

FRC Calc
asks 'Do

you want to
print

report?'

Employee
Relations

Specialist enters
sick leave balance

at retirement

5.6.7

5.6.9

A

A B

B

Employee
Relations
Specialist
selects

'yes'

FRC Calc
asks 'Do

you know
employee's

FEGLI
code?'
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Benefits Admin "As-Is" Process (5.6.9)
Detailed -- Retirement Calculations & Retirement Counseling

Employee
Relations
Specialist

selects 'no'

Employee
Relations

Specialist enters
percent reduction

(75, 50, 0)

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist
selects

'yes'

Employee
Relations

Specialist enters
remarks

Employee
Relations
Specialist
selects

'yes'

Employee
Relations
Specialist

selects 'no'

Employee
Relations
Specialist

views
summary of
info entered

Employee
Relations
Specialist
selects
'save'

Employee
Relations
Specialist
returns to
main menu

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Do

you want to
make a

change?'

FRC Calc
asks 'Will
employee
continue

optional life
insurance
past 65?'

FRC Calc
asks 'Do

you want to
print

report?'

FRC Calc
asks 'Do

you want to
make a

change?'

Employee
Relations

Specialist enters
employee's FEGLI

code

5.6.8

5.6.10

A

A B

B

Employee
Relations
Specialist
exits FRC

Calc

Employee
Relations
Specialist

retrieves printed
reports from

printer
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Benefits Admin "As-Is" Process (5.6.10)
Detailed -- Retirement Calculations & Retirement Counseling

5.6.9

Employee
Relations

Specialist gives
original retirement

calculation to
employee

Employee
Relations
Specialist
counsels

employee on info
contained in the

calculation

Employee
Relations

Specialist explains
life insurance

options to
employee

END

Employee
Relations

Specialist copies
retirement

calculation forms
and files in
retirement

calculation folder

Employee
Relations
Specialist

computes basic
life insurance
options using

calculator

Employee
Relations
Specialist
answers

employee's
questions

Employee
Relations

Specialist returns
employee's

Official Personnel
Folder to Records

Section

A

A
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1 week

5.7.1-5.7.2

Benefits Admin "As-Is" Process (5.7.0)
Summary -- Disability Retirement

START

Employee calls
Employee
Relations

Specialist to apply
for disability
retirement

Employee
Relations
Specialist
calculates

retirement benefits
using FRC Calc

Employee
completes and

submits all
retirement

application forms
to Employee

Relations
Specialist

Employee
Relations
Specialist
completes
'Certified

Summary of
Federal
Service'
using ESI
software

Employee
Relations
Specialist
completes
'Agency
Checklist

for
Immediate

Retirement'
using ESI
software

Employee can
be

reassigned?

Employee is
reassigned and

ineligible for
disability

retirement

END

Employee
Relations

Specialist notifies
SFA HR that

disability was
approved and

requests SF 52

Employee
Relations

Specialist copies
entire retirement

package and
sends original

forms to employee
and to OPM via
NBC in Denver

SFA HR
initiates and
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

Employee
Relations
Specialist

processes
SF 52

A&R
Technician

prints SF 50
and asks
Customer
Service
Team III

Leader to
sign SF 50

A&R
Technician

selects
'release for
update' to

forward SF
52 to NBC
in Denver

Employee
Relations

Specialist mails
final retirement

package to NBC in
Denver and to

employee

SFA HR
removes

employee's
pay code
from FPPS

A

A B

B

END

NO

YES

Accommodations
Coordinator

completes Agency
Certification of

Reassignment &
Accommodation

Efforts Form

3-5 months

1 week

OPM approves
disability

retirement?

1 week (continued)

YES

Employee
exercises

appeal rights
and disability

gets approved

YESNO

NO

5.7.3 5.7.3

5.7.4-5.7.8

3/11/2002 32



Employee calls
Employee
Relations

Specialist to apply
for disability
retirement

Benefits Admin "As-Is" Process (5.7.1)
Detailed -- Disability Retirement

START

Employee
Relations
Specialist
calculates

retirement benefits
using FRC Calc

Employee
Relations

Specialist meets
with employee to

explain calculation
of retirement
benefits and

discuss disability
retirement
process

Employee
Relations

Specialist copies
position

description from
Official Personnel
Folder and adds to

retirement
package

Employee
Relations

Specialist copies
most recent Rating

of Record and
adds it to
retirement
package

E.R. Specialist
pulls Agency

Certification of
Reassignment &
Accommodation

Efforts Form from
retirement

application and
adds to retirement

package

B 5.7.2

YES
Employee
enrolled in

FERS?

Employee enrolled
in CSRS

E.R. Specialist
gives employee
FERS application

for disability
retirement
(includes

statements from
applicant,

supervisor and
physician)

Employee
Relations

Specialist gives
employee FERS
application for

immediate
retirement

Employee
completes and

submits all
retirement

application forms
to Employee

Relations
Specialist

E.R. Specialist
gives employee

CSRS application
for disability
retirement
(includes

statements from
applicant,

supervisor and
physician)

Employee
Relations

Specialist gives
employee CSRS
application for

immediate
retirement

Employee
wants  to

participate in
FEDMER pilot?

Employee applies
directly to Social

Security
Administration

Employee gives
Employee
Relations

Specialist copy of
receipt from Social
Security Admin to

prove he/she
applied for
disability

retirement

Employee
Relations

Specialist gives
employee FEDMER

package

Employee
Relations

Specialist calls
Social Security

Admin to get fax
number of Social
Security office

closest to
employee's home

Employee
Relations

Specialist faxes
Social Security
form to Social
Security office

closest to
employee's home

Employee submits
copy of birth
certificate to

Employee
Relations
Specialist

YES

A

A B

Employee
Relations

Specialist reviews
all disability

retirement forms
for completeness

NO

NO

Employee
completes and

submits FEDMER
package to
Employee
Relations
Specialist

Employee
Relations

Specialist fills out
form to request

employee's
Official Personnel

Folder from
Records Section
and retrieves it

Employee
Relations

Specialist fills out
form to request

employee's
performance
folder from

Records Section
and retrieves it

Benefits Admin
5.6.1
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Employee
Relations
Specialist

forwards entire
retirement
package to

Accommodations
Coordinator

Employee
Relations

Specialist enters
employee's name,

Social Security
Number, date of

birth, phone,
separation date

and address

Employee
Relations
Specialist
selects

'Certified
Summary of

Federal
Service'

Employee
Relations
Specialist
selects
'CSRS'?

Employee
Relations
Specialist
selects
'FERS'

Employee
Relations

Specialist enters
info in required

fields and
completes

Certified Summary
of Federal Service

Employee
Relations
Specialist
selects
'Agency
Checklist

for
Immediate
Retirement'

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Checklist for
Immediate
Retirement

Employee
Relations
Specialist
selects
'Agency

Certification
of

Insurance
Status'

Employee
Relations

Specialist asks
agency payroll to
sign the Agency
Certification of

Insurance Status

Employee has
life insurance? YES

NO

Benefits Admin "As-Is" Process (5.7.2)
Detailed -- Disability Retirement

5.7.1 A

A B

B

YES

NO

Employee
Relations

Specialist prints
Agency Checklist

for Immediate
Retirement and

attaches to
retirement
package

Employee
Relations
Specialist
exits ESI

Employee
Relations
Specialist
attaches

retirement
calculation to

retirement
package

Employee
Relations
Specialist
selects

'new case'

Employee
Relations

Specialist prints
Agency

Certification of
Insurance Status
and attaches to

retirement
package

5.7.3

Employee
Relations
Specialist
launches

and logs on
to ESI

software

Employee
Relations

Specialist prints
Certified Summary
of Federal Service

and attaches to
retirement
package

Employee
Relations

Specialist enters
info in required

fields and
completes Agency

Certification of
Insurance Status
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Benefits Admin "As-Is" Process (5.7.3)
Detailed -- Disability Retirement

OPM approved
disability?

OPM notifies
Employee
Relations

Specialist and
employee that

disability was not
approved

OPM notifies
Employee
Relations

Specialist and
employee that
disability was

approved

YES

Employee
Relations

Specialist files
copy of complete

retirement
package in
employee's

retirement file

Employee
Relations

Specialist sends
copy of complete

retirement
package to
employee

5.7.2

NO

Accommodations
Coordinator

returns disability
retirement
package to
Employee
Relations
Specialist

Employee can
be

reassigned?

Accommodations
Coordinator

returns disability
retirement
package to
Employee
Relations
Specialist

YES

Employee is
reassigned and

ineligible for
disability

retirement

Classification/
Staffing/Recruiting

2.1.1

NO

A

A

Employee
Relations

Specialist notifies
SFA HR that

disability was
approved and

requests SF 52

5.7.4

E.R. Specialist
pulls all health and

life insurance
forms and

designation of
beneficiary forms

from Official
Personnel Folder
and attaches to

retirement
package

Employee
exercises

appeal rights
for re-

consideration?

YES

OPM
reconsiders

and approves
disability

application

Employee
seeks help
from Merit
Systems
Protection

Board?

YES

NO YES See Exclusions on
Flow Overview

NO

NO

Employee
Relations

Specialist copies
entire retirement

package and
sends original

forms to OPM via
NBC in Denver

Accommodations
Coordinator

completes Agency
Certification of

Reassignment &
Accommodation

Efforts Form

Classification/
Staffing/Recruiting

2.1.1

Classification/
Staffing/Recruiting

2.1.1
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Benefits Admin "As-Is" Process (5.7.4)
Detailed -- Disability Retirement

SFA HR/
Admin
Officer
selects
'FPPS

Production'

SFA HR/
Admin
Officer
selects

'requesting
personnel

action'

SFA HR/
Admin
Officer

launches
and logs on

to FPPS

A

A

Employee
Relations
Specialist

requests that SFA
HR gather last day
of pay information

SFA HR gets last
day of pay

information from
employee's

timekeeper and
then calls
Employee
Relations

Specialist at HRG
with information

Employee
Relations

Specialist emails/
calls OPM with
last day of pay

information

Employee
works in

enterprise unit
without an

Admin Officer?

YES

NO

Employee submits
Employee Reason

for Retirement
Form to Admin

Officer

Employee submits
Employee Reason

for Retirement
Form to SFA HR

5.7.3

B

SFA HR/
Admin
Officer

selects 'no'
will not fill

this position
at a later

date

SFA HR/Admin
Officer enters

effective date and
additional contact

information

SFA HR/Admin
Officer enters

employee's Social
Security Number
by referencing

ED's Alpha Roster

B 5.7.5

Employee meets
with SFA HR and

receives exit
clearance
package

Employee meets
with Admin
Officer and

receives exit
clearance
package

SFA HR/Admin
Officer completes

control sheet

Employee
completes top

portion of
Clearance Form
and submits to
SFA HR/Admin

Officer

Employee returns
identification card

and any
government

property in his/her
possession (cell

phone, credit
cards, laptop,

etc.)

SFA HR/
Admin
Officer
selects
'initiate
SF52'

SFA HR/
Admin
Officer
selects

'employee
loss'

SFA HR/
Admin
Officer
selects

'retirement'
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SFA HR
initiated SF52? NO

Admin
Officer

forwards
SF 52 to
SFA HR

A

SFA HR
exits FPPS

SFA HR
forwards
request to
HR Director

A

5.7.6

B

B

YES

C

SFA HR
selects
'change'

SF52

SFA HR
selects

'requesting
personnel
actions'

Benefits Admin "As-Is" Process (5.7.5)
Detailed -- Disability Retirement

5.7.4

SFA HR/Admin
Officer enters

reason for
retirement from

Employee Reason
for Retirement

form

Incorrect
address?

SFA HR/
Admin
Officer

verifies that
the address
in FPPS is
correct

YES SFA HR/Admin
Officer enters the
correct address

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'FPPS

Production'

Admin
Officer

exits FPPS

Admin Officer
submits control

sheet, Clearance
Form & Employee

Reason for
Retirement Form to

SFA HR

Changes
necessary? YES

SFA HR
makes

changes in
FPPS to
ensure

accuracy

SFA HR compares
control sheet &

Employee Reason
for Retirement

Form to
information

entered in FPPS

SFA HR
selects

employee's
name

C

NO

NO
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5.7.5

C

A

A

Employee
Relations
Specialist
verifies

effective
date and
nature of

action code

SFA HR
forwards
SF 52 to

Employee
Relations

Specialist at
HRG

C

Benefits Admin "As-Is" Process (5.7.6)
Detailed -- Disability Retirement

SFA HR stamps
HR Director's
signature on
control sheet

Employee
Relations
Specialist
launches

and logs on
to FPPS

SFA HR
launches

and logs on
to FPPS as
HR Director

SFA HR
selects
'FPPS

Production'

SFA HR
selects

'requesting
personnel

action'

SFA HR
selects
'sign/

change SF
52'

SFA HR copies
control sheet &

Employee Reason
for Retirement

Form and files in
employee's

personnel folder

SFA HR notifies
Office of the

Inspector General
(OIG) and other
persons who

need to remove
employee from

various systems

SFA HR
exits FPPS

SFA HR sends
original control

sheet & Employee
Reason for

Retirement Form to
Employee
Relations

Specialist at HRG

Employee
Relations
Specialist
selects

employee's
name in
queue

Employee
Relations
Specialist
selects

screens he/
she wants

to view

Employee
Relations
Specialist
selects

'process SF
52'

Employee
Relations
Specialist
selects

'processing
personnel
actions'

SFA HR completes
Frick Form and
mails to Frick

Company to allow
for unemployment

claims

SFA HR hears
back within

five days from
OIG or other

persons
notified?

SFA HR asks
employee to pay

back/return
property that is
still outstanding
and employee
complies with

request

SFA HR stamps
HR Director's
signature on

Clearance Form

SFA HR mails
copy of Clearance
Form to employee

SFA HR files copy
of Clearance Form

in employee's
personnel folder

SFA HR sends
original Clearance
Form to Records
Section at HRG

NO

Employee
Relations
Specialist
selects
'FPPS

Production'

B

B

YES

5.7.7
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Benefits Admin "As-Is" Process (5.7.7)
Detailed -- Disability Retirement

B

B

5.7.6

C

C

A

Customer Service
Team III Leader
reviews SF 50
and retirement
paperwork and

signs SF 50

A&R
Technician

selects
'processing
personnel
actions'

A&R
Technician
prints SF 50

A&R
Technician

selects
employee's
name from

queue

A&R Technician
forwards printed

SF 50 and
retirement

paperwork to
Customer Service

Team III Leader

A&R
Technician
exits FPPS

Employee
Relations
Specialist

completes SF
2819 (Notice of

Conversion
Privilege) and
mails copy to

employee

A&R
Technician

selects
'release for

update'

A

5.7.8

A&R
Technician
launches

and logs on
to FPPS

Employee
Relations
Specialist
forwards
SF 52 to

A&R
Technician

Employee
Relations

Specialist enters
SF 50 signature
code and SF 50
signature date

Employee
Relations
Specialist
exits FPPS

Employee
Relations

Specialist submits
employee's

Official Personnel
Folder and

paperwork from
SFA HR to A&R

Technician

Employee
Relations

Specialist enters
legal authority

code by
referencing Guide

to Processing
Personnel Actions

A&R
Technician

selects
'FPPS

Production'

Customer Service
Team III Leader

forwards signed
SF 50 and
retirement

paperwork to A&R
Technician

Employee
Relations

Specialist files
copies of SF 2819

and SF 2810 in
Official Personnel

Folder

A&R Technician
forwards copy of

signed SF 50,
retirement

paperwork, and
employee's

Official Personnel
Folder to
Employee
Relations
Specialist

Employee
Relations

Specialist mails
copies of SF 2819

and SF 2810 to
NBC in Denver

Employee
Relations
Specialist

completes SF
2810 to transfer
health insurance
to OPM and mails
copy to employee

Employee
Relations

Specialist returns
Official Personnel
Folder to Records

Section

Employee
Relations

Specialist mails
final retirement

package to NBC in
Denver

Employee
Relations
Specialist

attaches  SF 50 to
retirement

package and
makes two copies
of entire package

Employee
Relations

Specialist mails
copy of SF 50 to

SFA HR
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END

SFA HR
selects
'delete

distribution
entry'

SFA HR
exits FPPS

Benefits Admin "As-Is" Process (5.7.8)
Detailed -- Disability Retirement

SFA HR files
signed SF 50 in

employee's
personnel folder

5.7.7 A

A

SFA HR
selects

'distribution
table main-
tenance'

B

B

SFA HR
selects
'FPPS

Production'

NBC Payroll
Operations staff

attaches pay
history to
retirement

package and
forwards

complete package
to OPM

NBC Payroll
Operations staff in

Denver records
retirement and

runs pay history

Employee
Relations

Specialist mails
copy of final

retirement
package to
employee

Employee
Relations

Specialist files and
retains retirement
package for one

year

SFA HR enters
'EDM1' code

SFA HR enters
employee's Social
Security Number

SFA HR
launches

and logs on
to FPPS

SFA HR
selects
'delete'
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Benefits Admin "As-Is" Process (5.8.0)
Summary -- Thrift Savings Plan

START

Employee
Relations

Specialist orders
necessary
supplies for

upcoming open
season

Employee
Relations

Specialist invites
representative

from TSP to
conduct a TSP
briefing during
open season

Employee
Relations
Specialist

receives  supplies
and distributes to

regional personnel
offices

Employee
Relations
Specialist

requests report
from Reporting

Specialist to
identify in which

retirement system
employees are

enrolled

A

Employee
Relations

Specialist certifies
TSP 1 Form and

mails copy to NBC
in Denver and to

employee and files
in Official

Personnel Folder

Employee
completes TSP 1
Form and submits

to Employee
Relations
Specialist

Employee
enrolls in TSP
or changes
contribution

amount during
open season?

Employee
wants to

allocate or
change

allocation of
his/her

investments?

Employee
wants to stop

making
contributions to

TSP?

Employee
completes and
submits TSP 1

Form and submits
to Employee

Relations
Specialist

Employee
Relations

Specialist certifies
TSP 1 Form and
mails to NBC in
Denver and to

employee and files
in Official

Personnel Folder

Employee
notices payroll

is not
deducting the

correct amount
for TSP

contribution?

Employee
Relations

Specialist faxes
TSP 1 and

employee's signed
statement to NBC

in Denver

Employee
Relations

Specialist calls
NBC in Denver to
trigger action and
resolve problem
on employee's

behalf

END

NONO

NO

A B

B

YES YES

YES YES

NO

April-May

1 day

1 day 1 week

1 day

5.8.1

5.8.2 5.8.2

5.8.3 5.8.3

E.R.
Specialist

sends brief
emails to all
employees
highlighting
important
changes
for TSP
open

season

Employee
completes TSP 50

Form and mails
directly to TSP
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Benefits Admin "As-Is" Process (5.8.1)
Detailed -- Thrift Savings Plan Communication

Employee
Relations

Specialist checks
TSP supplies for
upcoming open

season

Employee
Relations
Specialist

contacts regions
to check their

supplies

Employee
Relations

Specialist orders
the necessary

supplies

Employee
Relations

Specialist sends
posters to regional
personnel offices

Regional
personnel offices
hang posters in

appropriate places

A

A

B

Employee
Relations

Specialist invites
representative

from TSP to
conduct a TSP
briefing during
open season

Employee
Relations
Specialist

receives  supplies
and distributes to

regional personnel
offices

START

Employee
Relations
Specialist

distributes desk-
to-desk

information
received from TSP

via mail room

Reporting
Specialist verifies

accuracy of
report

Reporting
Specialist emails/
calls Employee

Relations
Specialist with

requested report
info

B

Employee
Relations
Specialist

requests report
from Reporting
Specialist via

phone/email to
identify in which

retirement system
employees are

enrolled

5.8.2

Employee
Relations
Specialist

sends brief
emails to all
employees
highlighting
important
changes

for
upcoming
TSP open
season

E.R.
Specialist

sends
lengthy
email to

employees
one week

before TSP
open

season to
inform them

of open
season

dates and
important
changes

Program-
mers

generate
report using
Oracle and

Brio
software

Employee
Relations
Specialist

emails
employees
during open

season
advising

them of the
published
IRS limit

Program-
mers

electron-
ically submit

report to
Reporting
Specialist

Reporting
Specialist

writes logic
for

requested
report

Reporting
Specialist
electron-

ically
forwards

logic to
contracted
program-

mers
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Benefits Admin "As-Is" Process (5.8.2)
Detailed -- Thrift Savings Plan Processing

Employee
Relations

Specialist writes
notes on report to
indicate that the
TSP 1 Form has

been received and
sent

Employee put a
dollar amount

on TSP 1
Form?

Employee
Relations

Specialist uses
calculator to

ensure employee
will not exceed

his/her limit based
on chosen

retirement system

YES

Employee
Relations
Specialist

compares TSP 1
Form to report
from Reporting

Specialist to
ensure employee
selected correct
percentage/dollar

amount for
chosen retirement

system

Employee
enrolled in
retirement
system?

NO

END

YES

Employee
Relations
Specialist

completes and
certifies bottom
portion of TSP 1

Form

Employee
Relations

Specialist sends
copy of TSP 1 to
Records Section

for filing in
employee's

Official Personnel
Folder

Employee
Relations

Specialist files
copy of TSP 1

Form in TSP binder

Employee
Relations

Specialist  mails
copy of TSP 1 to
NBC in Denver

Employee
completes TSP 1
Form and submits

to Employee
Relations
Specialist

Employee
enrolls in TSP
during open

season?

NO

YES

YES

Employee
changes

amount of
contributions
during open

season?

NO

5.8.1 A

A

5.8.3

END

Employee
Relations

Specialist mails
copy of TSP 1

Form to employee

NO
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Benefits Admin "As-Is" Process (5.8.3)
Detailed -- Thrift Savings Plan Processing

Employee
wants to stop

making
contributions to

TSP?

Employee
completes and
submits TSP 1

Form to Employee
Relations
Specialist

Employee
Relations

Specialist certifies
TSP 1 Form

Employee
Relations

Specialist mails
copy of TSP 1 to
NBC in Denver

Employee
notices that
payroll is not
deducting the

correct amount
for TSP

contribution?

NO

Employee
Relations

Specialist sends
copy of TSP 1 to
Records Section

for filing in
employee's

Official Personnel
Folder

Employee
Relations

Specialist mails
copy of TSP 1

Form to employee

END

END

NO

YES

Employee
recognizes

deduction error
and notifies
Employee
Relations

Specialist by
phone/email

Employee submits
signed statement
to specify how
he/she wants to
have deduction
error corrected

Employee
Relations

Specialist faxes
TSP 1 Form and

employee's signed
statement to NBC

in Denver

Employee
Relations

Specialist calls
NBC in Denver to
trigger action and
resolve problem
on employee's

behalf

NBC in Denver
complies with

request and fixes
deduction error

END

Does employee
have TSP 1

Form on file?
YES

END

NO

END

Employee
Relations

Specialist gives
employee TSP 50

Form

Employee
completes TSP 50

Form and mails
directly to TSP

Employee
wants to

allocate his/her
investments to

specific
funds?

YES

NO

YES

Employee
wants to
change

allocation of
investments?

NO

5.8.2

YES
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